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NOI Provider Management System — ASAP User Guide

Introduction

The NOI Web-Based System (upgraded in 2016) allows a prospective provider to electronically submit an
online application to provide Homemaker & Personal Care services, and at the option of the ASAP, Supportive
Home Care Aide services, for one or more selected ASAP organizations. If approved by an authorized EOEA
representative, an ASAP Contract Manager is then able to review and decide on undertaking a contract with
the provider at the time of the approval or at a future date. NOI also allows for ongoing management of
provider information, and provides access to a listing of approved providers for ASAPs to review as needed.

2016 Upgrade Features

Greatly improved navigation: Easy to find providers, applications, and items that require action. New ASAP
and EOEA reporting capabilities

Virtually the entire contracting process can be performed in NOI - from initial provider application to
execution of ASAP-Provider contract, and amendments. System allows for supporting documentation uploads.
The “open” NOI period will be greatly expanded, unavailable only when the system is undergoing
maintenance.

Providers have the ability to easily update their information on an ongoing basis. For example, they will be
able to add a new service area and alert ASAPs to this expansion, or ASAP addition.

This guide is intended for ASAP users. It provides a system overview and a step by step walk-through of the
contracting process in the upgraded NOI system.
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NOI System Access

ASAP NOI users must first have an UMass VPN (Virtual Private Network) account in order to access the NOI
system. To request an account, a user must complete and sign the Non-UMMS User Data Access Agreement
and email to Homemaker.noi@MassMail.State.MA.US. These forms can be requested by sending an email

to same address.

Add a Bookmark for NOI to your UMass VPN Home Page
Once you have access to UMass VPN, create a bookmark on your UMass home page for convenience:



mailto:Homemaker.noi@MassMail.State.MA.US

1.

Click the + symbol on the upper right portion of the screen:
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You don't Mave any Nes bookmarked.

@u—-c—na—--—o—-’m ot Swven w132 2003 1)
You don't Aave any termmel sessions.

A Network Connect (St0n)
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Type in the bookmark name (NOI), and the URL (web address) that you have been provided

separately for the NOI site. Then click Add Bookmark.

| & | Add Web Bookmark

Bookmark Name.d !?OI 5

Description:

5

* URL: : Type the yrl {web address) here : -

L] Open bookmark in a new window

(] Do not display the web browser's URL address bar

] Do not display the Web browser's menu and the toolbar
| Display as a favorite

Add bookmark ¥

s

* indicates required field

3.

From your UMass homepage, you can now click on the NOI bookmark to launch the application.



7/12/2016

[ = gty
i Ebci | oo fisa

2= a

o ST Aave Sty S Bosokimianbeel

Fow con'T have any herminal sessons

NOI Application - Contents & Layout

Home Page

The NOI application home page consists of two main sections, or grids:

1. Applications that need Review / Accept / Reject — This grid displays providers associated with your
ASAP who’s application you have not yet approved or rejected

2. All Providers for [Your ASAP] — This grid displays all providers associated with your ASAP that you
have taken some action on (Accepted / Rejected / entered into a contract with)

See the image below for more information on the contents of the NOI ASAP home page.

For more information on using filters and sorting grids, go to the Working with Grids in NOI section of this
guide.

Click to return to UMass

—

@ EOEA Comtearting

Home Page
About Conftact Manage Sysiem
BayPath Elder Services %{ Your ASAP name
Applications that need Review / Accept / Reject
Drag a column header and drog it here to group by that column
Provider Name T App Stalus T Status Date T Staus By T App Updated T Commands
RN o |

. . S Noitemstodisplay O
| No applications to review currently, inthis example ‘

All Providers for BayPath Elder Services

Applications, completed or in progress, that ASAP has already acted on ‘

Drap a column header and di

Provider Name

|
it here to group by that column
T App Staws T App Status By

netissl umassmed edu/ASAPY Danalnfo = alobalcontracting-sta umassmed edu SS1 s ASAP] inec?8 |

T App Status Date T App Updated T Has Contraci(s) ¥ Commands

Alied Home Health Care Rejected UMASSMEDIRec 22016 1:46:06 PM 121772015 1:20:31 PM Yes View Provider
215t Century Hame Care Accepted UMASSMEDRedF 121712015 1:44:21 PM 121772015 1:43:21 PM Yes View Provider
Providential Accepted UMASSMEDRecF 22016 22554 PM 121772015 2:44:36 PM Yes View Provicer
At Home Senior Care, Inc Accepled UMASSMEDIRed® 121872015 10:43:42 AM 121772015 2:55:22 PM Yes View Provider
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NOI - Other Sections

Search
ASAP users can conduct a search to identify providers who cover specific towns in this section of the NOI.
Click the Search heading to access this feature:

UMASEME U-:s-T m
b

@ Eaﬁ.wfﬂg Homé Al Contast Manage System

BayPath Elder Services Provider Search
Select iownds)
Searth

/T\

1 Enter desired town here

© 2016 - EDEA Contracling System

About & Contact
These sections simply contain basic ASAP facts & information about EOEA. Future versions of the NOI may
enhance these sections.

NOI Provider Management System - Step by Step

New Application Arrives

ASAPs learn of the arrival of new provider applications by logging into the NOI system regularly. There are
no longer email notifications sent to ASAPs to alert them. A new application appearing on your ASAP NOI
home page as shown below indicates that this provider has been approved by EOEA to pursue ASAP
contracts.

1. Click the Accept Reject button in the Commands column to open the application.

BayPath Elder Services

Applications that need Review / Accept / Reject

Drag 2 Colmn header and arod & hens 10 group by that column

Provicer Name T App Stalus T Status Date T Stats By T App Updabed T Commands

agries OTOR 18 Submied TR0 11008 P UMASSMEDNGHQOnaA TIE2016 1:10006 PM
- <° Eoow i-1offiems o

All Providers for BayPath Elder Services

Drag & column header and dres i@ hene 10 group by that columna

Prowiciar Name T App Stabhs T App Status By T App Status Date T App Updated T Has Contracss) T Commands

Aled HOMe Healh Care Rejecied URLASSME DR e 22016 145706 PH 12AT2015 1:20031 Py e Wil Provicer
218t Cantury Home Cane ALCephed URASSME DR e T2NT2015 1:48:21 FM 12AT015 14321 PM g Wi PrOvider
Providerial Ascephed USSRt 06 T 554 PM 12N 7015 24435 PM Ve Wiew Provider
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2. Open and review the provider’s responses in each section of the application. To expand a section,

either click directly on the section itself or click the arrow to the far right of the desired section. Do
the same to collapse sections.

To expand or collapse all sections at once, click the + - symbols near the top of the screen.

HNOH Application for ag-test-070616 D

1. Prosvger Corporate Data L

2. st Rate Calulaton L

3. (Full Tirns Equivaiant) Warker Counl "

B — Click section to expand or collapse
B ARAP Salection and Towns Senics Abdty

6. Bervce Caabaty -
T. Chent | Servics Coondiralion

8. Chent Tracking -
8. Staffng Structure *
10. Mrng and Equal Opportunty -
11. Stafl Supenision

12. Billing Verfication

13, Pobies and Procodures L]

=

Accepting/Rejecting an Application
3. Inthis example the ASAP is accepting the provider’s application and will pursue a contract. When
your review is complete and a decision reached regarding the application, add a comment at the
bottom of the page in the Review Notes section. This comment will be visible to the provider. Then
click Accept.

B Gl Teacking
4 9 Stafing Structure

i 1L HEng W Equdl Opporundy
11, SA8T Supanision

12 Bilng Venficalion

| 13 Policies and Procedures

Tom

Rirwsew Moles:

ABPICEtn raviaed Bad Boobpted TR 6 by Bd Smis, Corract Mensger, BapPath Bider Bareo.

/

This will return you to your home page. You will notice that the accepted application is now in the lower All
Providers... section, because you have taken an action on it. Note that you can filter and sort using the
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various column headers, including application status, and whether or not a provider has an active contract

with you.

Cwag & column header and drop i here ko group by $at column

Prowider Hama T dpp Satus

All Providers for BayPath Elder Services

Drag & cclumn hesder and drop it heve B2 proup by Sal column

Applications that need Review [ Accept [ Reject

T Status Dale T

Shatus By T dpp Updated

o iems fo display

<]

Pursuing a Contract

Pt Hilené T Ao Seha ApD Statud By T App Stadus Date T App Upastsd T Has Contmeis) ¥ Commands
Amsd Home Hesth Care Regected UMASSWMEDWRES 206 1:46:06 PM 127015 1203 PM e View Provider
218t Cendary Home Care Arcepted UMASSWMEMRES 12N 72015 1:4421 PM 1272015 14321 PM es View Provider
Pigwidential Alcepied UMASSWEDNRSS 220016 227554 P 1272015 244 36 Pul e iEw PTovided
Al Homa Senisr Cang, In: ALLERIR UMASSMEReST 12ME205 10043 42 AM 127015 25922 P i View Provided
Hafmb Can Astapind UNMASSLIECNRaF LAL0NE 20030 P L2NE TAT2PM Ma View Privided
Bg-provider-d Azcepied UMASSWE Gngorni, ARG 112832 AM TR 120220 P res View Provider
BgaEst0624 16 Accepted UMASSIWEMGrgorm TIRE0N6 1003835 AM TIRO0NE 10:20017 AN e View Provider
| ag-est-0TDE1E Acrepted UNASSLIE NGRS THRON6 1:453:23 PM TR0 1:90:08 PM Mo Wiew Provider

4. To move forward with the contracting process, click View Provider in the appropriate row.

5. Click the Add Contract button. You also have the option to view the application from this page.

@ EOEA Contwarting

Seench Adas C

Contract Statuses for ag-test-070616

ortaet Marage Syster

few ApR a0

6. This opens the contract creation page. Under Contract Details, enter the performance of service

date information as desired.

Contract Details

Create New NOI Contract for ag-test-070616

This page will allow you to enter specific HOI contract information. The information you enter on this page will appear in the contract and become part of the agreement between

Performance of service shall begin on or about: 762016

Performance of service shall end on our about: 6/30/2018

the ASAP and Provider. The ASAP contract manager is the only user that can enter and edit this information on this page.
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7. Review the cities and towns to be serviced by the provider.

Rate Negotiation and Executing Contract

8. Review the Contracted Unit Rate section, and the corresponding Rate Sheet completed by the
provider. To negotiate a rate, enter your counter offer next to the appropriate service. To enter a
rate, use the arrows or enter the rate directly into the field.

Contracted Unit Rates

02 Unil R (15 Min) Hourly Rabe (Calculaied)

# Homemaier - 42 5415 S16.60 Fiate Shaet

9. Add a comment at the bottom of the page noting your action. Always include the date, your name
and organization in any comments. Then in order for the provider to review and make a counter
proposal, click Save Contract for Provider Review. You must click this option to execute a contract.
The ASAP is able to execute a contract without any provider action taken.

Unit Rate Comments (Optional]

TSI Mevw propossd unil inte for Homemalosr - 42+ = 34, 154me. B2 Smith, Contract Masager, BayiPam Eleer Servicas

arvs Cominect Swrew Cortrac for Prowder Rardaer SEE

At this point the provider can again view the status of the contract, review the rate proposal that you have
made and make a counter offer. Whether or not this process occurs within the system or in person/by

phone the amount is negotiable up until the time when the ASAP executes the contract in the NOI
application.

10. Print out the Contract Hard Copy when you are ready to execute the contract. The provider’s
information, including the final negotiated rate, is automatically transferred to the contract
document. Sign and send by post to the provider for their signature. Make the fully signed copy
available for upload by scanning and saving it to your computer.
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Contract Statuses for ag-test-070616

Aag Conwact View Appie ston

e A0 - GOOR0S ot Corgract  Exacwte Conteact

Updated Dy a5-lent.0T00 46 - Wednesday, Ady 6. 2016 228 13 Pu

11. When you have the signed Contract available, click Execute Contract.

Contract Statuses for ag-test-070616

Add Conteact View Apgle ston
Reviewatie Contract tor TAVO% - 6202019 Ede Coraac]  Ewecwte Contact
> Contract Haed Cooy Updated Dy ST TISTOTONTT Ay 6. 2006 2611 Pu

12. Click Select Executed Contract, locate the signed contract saved on your computer system, and open
to upload it.

Execute NOI Contract for ag-test-070616

Upload Signed Contract

Select Exacuted Contract |

Execute Contract Cancel

13. Finally, click on Execute Contract on this same page:

Execute NOI Contract for ag-test-070616

Upload Signed Conlract
Execuled Coniract For TIB0M8 - 8302019

;';,, Signed Contract Hand Copy

Eszute Corfrae Canl
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After Contract is Finalized
Once the contract is executed, you have additional options available to you when you view this provider’s
information in the NOI system.

Contract Statuses for ag-test-070616

Add Contract Wiew Applic ation
‘ Amend Contract ‘
Executed Contract For 7672016 - 67302019 Cancel Contract || Amend Contract | View Contract
> Signed Contract Hard Copy Replace Coniract PDF

i i

| View/print contract anytime Replace Contract PDF (in case
wrong document was uploaded)

Contract Amendments
Clicking on the Amend Contract button opens the page below, allowing for the modification of geographic
service areas, negotiated rate(s), and provider name for an approved contracted provider.

Any change initiated by the ASAP can be either saved, or saved for Provider Review (which allows provider
edits.) The amendment effective date must also be entered.

Amendment Details for ag-test-070616

Section Il, Period of Performance

Effective date of original contract. Wednesday, July 8, 2016

Current end date of contract. Sunday, June 30, 2019

Amended end date of services under contract: 6/30/2018

Attachment C shall be amended to the following geographic areas

Megotiated Unit Rate(s) contained in Attachment D shall be amended as follows

Provider name is amended to reflect an official change

Save Amendment Save Amendment for Provider Review Cancel

Working With Grids in the NOI

The grids located on the home page in the NOI application allow an ASAP user to filter and sort in a
multitude of ways.

Filtering
At the top of each column is the column name, and a filter symbol: T . Clicking on that symbol displays your
filtering options for that column.

For example, if you want to view only providers who have an active contract you could follow these steps:

10
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1. Inthe All Providers... grid, click the filter symbol at the top of the Has Contract(s) column to display

options:
Drag 2 column heades and drop it hene 10 group by that column
Provider Name T App Stalus Y App Siabus By T App Stabus Dale T App Updated T Has Coniractis)
Alied Home Health Care Reperted UMASSMED\RedF G 1:46:06 FM 1272015 1:20:31 P s Show Rems with value that
Is equal fo v
218t Century Home Care Accepted UMASSMEDARedF 12HTZ015 1:44:21 PM 12172015 14321 PM Vs
Provigenta Arzapbed UMASSMEDWRedF 2RANE 2554 PM 12MT2015 204435 PM Yes
Al Home Senior Care, Inc Accepted UMASSMED\RedF 12182015 104342 AM 121702015 2.59:22 P Yes
Home Care: Actopbed UMASSMEDARedF 22008 210330 PM 206 22T AL PM No
ag-provider-4 Accepted UMASSMEDNGrigoroA TIS20M6 11:2832 AM TIS016 121236 PM Yes
ag-test-DE2416 Accopbed UMASSMED\Grigonad, TISZ0NE 10:35:39 AM TIR016 102017 AM Yos Vit Provider

Note that under Show items with value that, you have many options. In this case Is equal to works well for
my desired outcome.

2. Enter “Yes” in the text field and click the Filter button to capture all providers with existing
contracts.

Show [tems with value that

is equal to *
s

And L

s gqual o .

L~ S

The grid now only shows providers who have contracts:

Prowider Mame T App Stabus T  App Status By T App Status Date T App Updated T Has Confract{s) T
Allied Home Health Care Rejacted UMASSMEDARedF 2212016 1:45:06 PM 12MT2015 1-20031 P Yes
215t Canlury Horme Cang Accepied UMASSMED\RedF 121772015 1:44:21 PM 12N7T2015 1:43:21 PM Wies
Prowidential Actepiad UMASSMED\RedF 222016 2:25:54 PM 12ZATR2015 4436 P Vs
At Home Senior Care, Inc Accepted UMASSMEDARedF 12182015 10:43:42 AM 12MTR2015 25522 PM Yes
ag-provider-4 Artepted UMASSMEDNGrAgOnoA TIS2016 11:28:32 AM TIS2016 12112:28 PM Yes
ag-test-062416 Accepted UMASSMEDNGrQOroA TIS2016 10:38:29 AM TIS2016 10:20:17 AM Yes
ag-lest-0T0E16 Accepied UMASSMED\GrigoroA TIE2016 1:48:23 PM TIRR016 1:10:06 PM Yes

For some filtering jobs, it may be easier to change the Show items with value that selection to Starts with. In

the example below the Provider Name column is being filtered to show only providers who’s name starts

with “AG”.

11



Proviider Mame

Alied Home Health Cane
215t Century Home Cang
Provsdential

AL HOMe Semior Cane, Inc
ag-provider-4
ag-test-062416

ag-test-0TDE16

E_H-‘\_} T App Status

T App

Show items with value thatt g

Starts with .
L3
ag
A
And v
Is equal to r [
o
Arcepted Lty
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Adding this filter results in the grid shown below, only showing providers whose name starts with those

letters:
Provider Name T App Status T App Status By
ag-provider-4 Accepted UMASSMED\GrigoroA
ag-test-062416 Accepted UMASSMED\GrigoroA
ag-test-070616 Accepted UMASSMED\GrigoroA

T | App Status Date

71512016 11:28:32 AM

T/5/2016 10:38:39 AM

TI6/2016 1:48:23 PM

Y App Updated

71512016 12:12:29 PM

715/2016 10:20:17 AM

716/2016 1:10:06 PM

T Has Contract(s)

Yes

Yes

Yes

T Commands

View Provider

Wiew Provider

View Provider

1-30f 3items

(<]

*Be sure to clear filters after you have used them, unless you intend to keep them in place. The clear option

is available when you click the filter symbol. If you do not see the information you expect in your grid, it

could be because a filter is in place that needs to be cleared.

Sorting

Simply click on a column header to sort by that column’s data. A small arrow indicates that the grid is being
sorted by that column. In the example below, the grid is sorted by the most recent App Update, most recent

first:
Provider Name Y App Status Y App Status By Y App Status Date Y| App Updated v T Y| Has Coniraci(s) Y Commands
30-1est-070616 Accepted UMASSMED\GrigoroA 7/62016 1:4823 PM 752016 1:10.05 PM Yes View Provider
ag-provider4 Accepted UMASSMED\GrigoroA TIS2016 11:28:32 AM TIS2016 121220 PM Yes View Provider
ag-test-062416 Accepled UMASSMED\GrigoroA 752016 10:33:39 AM 752016 1020017 AM Yes View Provider
Home Care Accepted UMASSMED\RedF 22272016 20339 PM 222016 22712 PM No View Provider
At Home Senior Care, inc Accepted UMASSMED\RedF 121182015 1014342 AM 12172015 2.59.22 PM Yes View Provider
Provigential Accepted UMASSMED\RedF 222016 22554 PM 1211712015 2:44:36 PM Yes View Provider

'
Grouping by Column

At the top of each grid you have the option to group by any column. This is achieved, as indicated in the text

at the top of the grid, by dragging a column header and dropping it at the top of the grid.

All Providers for BayPath Elder Services

Drag a column header and drop & hate 1o group by that column

Prowvider Name
Bg-test-OT0616
30-provider-4

ag-test-052415

T Apo Stalus T App Status By
Accepted UMASSMECNGRgOnoA
Accepted URASSMETGrganA,
Accepled URAASEMENGNgaA

T App Stalus Date
TR20M6 14523 PM
TS0 11:25:32 AM

TISZ0NE 103530 AM

T App Updated
TH2016 1:10:08 PM
TE0NGE 121220 PM

TISCENE 10T AM

T Has Contractis)

Yes

o5

Yes

T Commands

View Provider

Vigw Provicier

View Provides

12
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The screen below shows the same grid after the Has Contract(s) column has been dragged to that location

on the screen. Note how the display of the data has changed to reflect this grouping choice:

All Providers for BayPath Elder Services

-
- Has Contract(s) x
Provider Name Y App Status Y App Stabus By Y App Status Date Y App Updated v Y Has Contraci(s, Y Commands
+ Has Contract(s): No /
Home Care Asceghed MASSH 620330 FPM QUG LAT12PM No View Provides

+ Has Contract(s): Yes £—
1042070616

-tes

22 PM Yes View Provices

Yes View Provice:

Yes View Provider

To undo this grouping display, click on the X next to the group item:

- Has Contractig) =

NOI Application Support & User Requests
All issues related to the NOI and the NOI Provider Management System should be sent to
Homemaker.noi@MassMail.State.MA.US.

Please include as much detail as possible when describing your issue.

Regarding user requests:

ASAP NOI users must first have an UMass VPN (Virtual Private Network) account in order to access the NOI
system. To request an account, a user must complete and sign the Non-UMMS User Data Access Agreement

and email to Homemaker.noi@MassMail.State.MA.US. These forms can be requested by sending an email
to same address.

It is essential that users who are no longer in need of access to the UMass VPN and/or the NOI are
deactivated. Please be vigilant in submitting the appropriate names for deactivation when needed.

13
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Process Overview Flowchart
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Bidder - 1
/ Motified via
Erovi Registers on Receives systam Completes systern email;
rz:' public website login credentials application has 90 days to
resubmit
Rejected
Y
Appears in user
EQEA queus with S Application
status of Needs Appllc_atlon Decision
_ Review
Review
Accepted
Appears in user ASAP
ASAP queue with —#» Application
status of Needs Review
Review
Continued below....
Bidder Brovid
/ Notified via rovioer ;
Provid | |status change in responds to Frovider wet Signed hard
ASAP proposal B = copy of contract
er system d signature
and may make sent to ASAP
A F Y
counter offer
EOEA Rejected
Megotiations ¥
initiated if ] ASAP maintains
Contract necessary Megotiations (SAEI TS signed hard finalized signed
Application : i
ASAP PP Accepted conclude M signature by ¥ copy of contract

Decision

created

Changes can be
made visible to
Provider

ASAP rep

sent to Provider

contract on file;
uploads to NOJ
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